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FOREWORD
O This module is one of a series of 100 performancebased

teacher eckication1PBTE) learning packages fobusing upon
, specific professiodal competencies of vocational tbachers:The
g competencies uponwhich these modules are dosed were iden-

titled and verified through research as beinWmportant to suc-
cessful vocational.teaching at both the secondary and post-

levels of instruction The modules are suitable for
the prepeation Qf teachersin all occupational <trees:
'Each module provides learning experiences that integrate
theory and application, each culminates with criterion refer-
enced assessment of the teacher's Rerforrbiance of the spec-
ified competency. The materials are design ti for use by indi-
vidual or groups of teachers in training working under the
direction and with the assistance of teacher educators acting as
resource persons Resource persons should be skilled in the
teacher competency being developed and should be thor
oughly oriented to PBTE concepts and procedures in using
these mateLiars.

The design of the materials provides considerable flexibility for
planning anti conducting performanse-based preservice and
inservice teacher preparation programs to meet a wide-variety
of individuql needs and 4nterests The materials are intended for
use by universities and colleges, state departments of educa-
tion, post-secondary institutions, local education agencies, end
others responsible for the professional development of voca-
tional teachers. Further information about the use orthe mod-
ules in teacher education programs is contained in three re-
lated documents. Student Guide to Using performance-Based
Teacher Education Materials, Resource Person Guide to
Using Performance-Based Teacher Education Materials and
Guide, to implementation of Performance-Based Teacher
Educrition.

The PBTE curriculum packages are products of a sustained
research and development effort b' The Center's Program for
Professional Development for Vocational Education. Many in-
dividuals, institutions, and agencies participated with The Cen-
ter and have made contributions to the systematic develop-
ment, testing, revision, and refinement of these very significant
training materials Over 40 teacher educators provided input in
development of initial versions of the modules over 2,000
teachers and 300 resource persons in 20 univer:I/es, colleges,
and post-secondary institutions used the mat la's and pro-
vided feedback to The Center for revision and refinement.

Special recognition for major individual roles in the direction,
development, coordination of testing, revision, and refinement
of these materials is Mended to the following program staff'
James B. Hamilton, Program Director, Robert°E Norton, As-

sociate Program Director, Glen E. Fardig, Specialist, Lois Har-
fington, Program Assistant, and Karen Quinn, Program Assis-
tant. Recognition is alsci extended to Kristy Rols, Technical
Assistant, Joan Jones, Technical Assistant, and lean Wisen-
betbigh, Artist for their contributionsto the finer refinement of
the materials. Contributions made by former program staff to-
ward developmental. versions of these materials arkalso ac-
knowledged. Calvin J. Cotrell directttd the voCgikonar teacher
competency research studies upon which these modules are
based and also directed the curriculum development effort
from 1971-1972. Curtis R. Finch provided 'leadership for the
program from 1972-1974.

Appreciation is also extended to all those outside The Center
(consultants, field ,site coordinators, teacher educators,
teachers, and others) wholcontributed so generously in various
phases of the total effort. Early versions of the materials were
developed by The Center in cooperation with the vocational
teacher education faculties:at Oregon State University and at
the University of Missouri-Columbia. Preliminary testing of the
materials was conducted at Oregon State University, Temple
Univers ity, and University of Mispouri-Columbia.

Following preliminary testing, major revisiorl of all materials
was performed by Center'Staff with the assistance of numerous
consultants and visiting scholars from throughout the country.

Advanced testing of the materials was carried out with assis-
t ice of the vocational teacher educators and students of Cen-

-lral Washington State College, Colorado State University, Ferris
Slate College, Michigan, Florida State University, Holland Col-

,

lege, P I., Canada, Qklahoma State University, Rutgers Uni;-
versity, State Universify College at Buffalo, Temple University,
University of Arizona; University of Michigan-Flint; University of
Minnesota-Twin Cities; University a Nebraska-Lincoln; Univer-
sity of Northern Colorado, University of Pittsburgh, University
of Tennessee, University of Vermont, and Utah State University.

The Center is grateful to the National ?nstitute of Education for
sponSorship'of this PBTE curriculum development effort from
1972 through its completion. Appreciation is extended to the,
Bureau of Occupational and ijdult Education of the LES. Office
of Education for their sponsorship of training and advanced
testing of the materials at 10 sites under provisions of EPDA

4 Part F, SectiOn 553. Recognition of funding support of the
-advanced testing effort is also extended to Ferris State College,
Holland College, Temple University, and the University of
Mithigan-Flint,

Robert E. Taylor
Executive Director
The Center for Vocational Education

. .
Generating knowledge through research
Devejoping educational programs and products.
Evaluating individual program needs and outcomes

. Installing educational programs and products
Operating information systems and services
Conducting leadership development and training
programs

) THE CENTER FOR VOCATIONAL EDUCATION
IN On. S.,10....rty MO F., Flo. CM... C.. 02,0

The Center r for Vocational Education's mission is to
increase trye ability of diverse agencies, institutions, and
orgarozati ns to solve educational problems relating to
individual Career planning, preparation, and progression
The Centet fulfills its mission by'

AA
VIM

AMERICAN ASSOCIATION
FOR VOCATIONAL

INSTRUCTIONAL MATERI LS
Engineering Center

University of Georgia
Athens, Georgia 0602

The American Association for Vocation I Instructional
Materials (AAVIM) is an interstate organization of univer-
sities, colleges and divigions of vocational education de-
voted to the improvement of teaching through better in-
format& and teaching aids
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INTRODUCTION

As a vocational teacher, you are probably al- cation or board of trustees may also need to learn
ready aware of the valuable contributions that an how to utilize the expertise of the advisory commit-
occupational advisory committee can make to the tee, and to recognize the potential value' of the

. school and community, and especially he asgis- committee.
tance the committee can provide to you Most vo-_ Once e an advisory committee is fully functiOnal,national teachers, whether at the secondary or

level, will be expected to work withpost- secondary level,
teacher's role will become that of a facilitator,

or "helper." The teacPier will still need to provide
an occupational advisory committee for, their in- guidance to th advisory co mmirtee,bu t the advi:
Strubtional program area. Simply organ-izing the

e_

so committee should be expected to assume
occupational advisory committee does not ensure sory

that the committee will be viable and effective. The
responsibility for its own leadership.

advisory comenittee will need assistance if it is to A fungtional advisOry committee needs written
continue as a functional committee. The teacher rules of operation to help, ensure; is continuing
.has a major responsibility to help maintain the existence and effectiveness. The committee will be
smooth/ and effective operation of the Rccu pa- abl, to identify what it hopes to accomplish, and
tional adyisory committee. then set out to reach its goals. This mod le is,

A newly organized or reorganized advisory designed to assist you in developing the
pgtencies needed .to help an occupational

committi,e will need help if it is to mature The committee mature to the Tevel at which it can
teacher will need to temporarily assume 4eader- maintain itselfship for the committeeommittee members will
need to learn their roles and the role of thcammit-
tee. The school administrators and board of edu- I
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Objectives
Torminalbbioctive: While working 'n an actual school'

:sittiatinn,'Maintain an acupationat a ory committee.
Your will de assessed b your resource,

-person, psing the Teacher Performance Assessment`
Form, pp.,39:-.40 (Leatning Experience IV). .

Enabling Objectives:
1. After completing the required reading, demonstrate

knowledge of the procedures for maintaining a newly
organized or reorganized occupational advisory
committee (Learning Experience I).

2 Atter completing the required reading, demonstrate,
. knbwledge of the procedures° for maintaining an

'existing occupational advisory committee (Learning
Experience II).
Gilen''a case study describing how a hypothetical
teacher maintained an occupational advisory com-
mittee, critique the performance of that ,teacher
(Learning Experience III)

Prerequisites
To-cornplete this module, you must have competency in
organizing an occupational advisory committee. If you
do not already have this competency, meet with your
resource person to 4etermine what method you will use

it 0
to gain this skill. One option is to complete the informa-
tion and practice activities in the following module.

Oiganize -anwOcoupational Advisory Corhmittee,
Module A- s > 1 .

4r"

tie

Reso ces
A Its of the outside resources which supplement those
co tained within the module follows. C4eck with your

Source person (1) to determine the at'ailability and the
location of these resources. (2) to locate additional ref-
erences in your occupational specialty, and (3) to get
assistance in getting up activitiefwith peers or observa-
tions of skilled teachers, if nVessary. Your resourde
person may also be contacted if you have any difficulty
with directions, or' in assessing your progress at any
bee.

Learning Experience I
Optional

Reference: American Vocattonal Association., The
Advisory, Conimittee and Vocational Educatioh.
Washington, DC: AVA, 1869. .

. Reference: Riendeau, Albert J. Advisory Commit-
. tees for Occbpational Education. A Guide to Or-

ganization and Operation. New York, NY. McGraw-
Hill Book Cepany, 1977. ,

A vocational. teacher, school administrator, or advi-
sory committee chairperson knowledgeable about
procedures for maintaining a newly organized_ or
reorganized occupational advisory committee vlith
whom you can consult 4

Anew organized or reorganized occupational advi-
sory committee whose initial meetings you can at-
tend.

V

Learning Experience II
Optional

A vocational teacher, school administrator, or advi-
sory comMittee chairperson knowledgeable about
procedures for maintaining an existing occupa-
tional advisory committee with whom you can con-
sult.
An existing occupational advisory committee
whose annual:regular, or speciaLaTtings you can
attend.
A resource person and lor peets with whom you can
discuss the'readings. ,

Learning Experience III
No, outside resources

Learning Experience IV
RequPted

e,
An actual school situation in which, as part of your
teaching duties, you can maintain an occupational
advisory committee
A resource person to assess your competency in
maintaining an occupational advisory committee.

(

This module cowers performance elemenepumbersi25-29 from Calvin J
Cotrell et al,. Model Curricula for Vocational and Technical Teacher
Education. Report No V (Columbus, OH The Center for vocational
Education, The Ohio State University, 1972) The 384 elements in this
document forfn the research-base for all The Centers PBTE module
development

For information abotit the general organization of each module: general
procedures for their use, and terminology which is common to 81000
modules, see About Using The Center's PBTE Modules o'h the inside
back cover

4
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Learning Experience<[
OVERVIEW

.After completing the required reading, demonstrate knowledge of, the
procedures for maintaining a newly organized Or reorganized soccupa-
tional advisory committee. . , ", IL.

v

.
Activit

be reading the information sheet, Maintiiining a Newly Organized
er Reorganized Occupational Advisory Committee, pp. 6-13:

( Optional
Activity

a 7 .4

0

. i'
6

i

You may wish .tO read the suppledientary references, The Advisory Coin-
inittee aryl Vocational Education, pp. 32-46; and/eRiendeau, Advisory
committees for Ocaupational Education: A Guide to 0,ganizatian and

Ni1111110
Opeiation.,.

, . .
, .,

.. . .

1/6'. , - .
,.

<

Optional
Activity

I 'OpiiOnal
kActivity

%HO

Yo nay wish to discuss the procedures for maintaining an occupational
adWory, committee with a vocational teacher, a school administrator,
and/or the chairperson of an advisory committee.

Ytio may wish to attend one or more of the initial meetings,of a,newly
organized or reorganized occupational advisory committee.rt

1
. . .

, You willtbe demonstrating knowledgeof the procedures for maintaining a
newly organized or reorganized occupational advisory committee by com-
pleting the Se I f -C he ck , Dop 14-16.

t
. 4- .

. ,

Youswill be evaluating your competency by 'comparing your completed
Self-Check wjth the Model Answers, pp. 17-18

I' 4
f

i

ti
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For information on planning and conducting the first meetings, developing .
rules of operation, and preparing an annual program of work for a fiewly
organizeior_reozganiedocouriational -advisor_y_committee,' read the fol-
lowing information sheet:

. .

MAINTAINING A NEWLY ORGANIZED OR 4

REORGANIZED/OCCUPATIONAL ADVISORY
-COMMITTEE

Once the procedure or organizing an occupa-
tional advisory c ittee have been.cOmpleted
and the committee members appoinfed by the
board of education or board of trustees, steps
must be taken to ensure that the - .advisory commit-
tee will begin to operate and continue to operate
effectively. The teacher has a critical role to play in
assisting the new advisory committee members as
they begin to function as a committee. The teacher
it the facilitator, the person who stipplias the lead-
ership to guide the committee through its initial
stages of op-
eration. The
quality of this
initial lead-
ership is crit-
ical; it will
determine
whether the
advisory,
thmmittee
will. function
as an effec-

-tiVe ariP con-
tinuing
conirpittee.

First.
Meeting

The first Meeting of a newly organized or reor-
ganized occupational advisory committee is per-
haps the most iMpor;tant. This meeting establisheS
a climate for the successful operation of the advi-
sory committee. During this Meeting, the commit -
tee-'members will form initial 'attitudes about the
potential effectiveness of the advisory committee,
and leelirigs concerning their role as committee
members.

The teacher-should assume the leadership role
forplanning and conducting the first meeting. The

,

e

6

e

meeting must be well planned and conducted in a
businesslike manner. Procedure found to be
most often associated with the f mation of effec-
tive advisory committees sh 'serve as a guide
to the teacher.

The agenda for the first meeting should be care-
fully planned by the teacher and reviewed with the
school administration. The meeting should be
scheduled to last not more than orie anggone-half
hours.t.The starting and ending time should be
closely observed t4 the teacher

The objectives of the first. meeting Feed to be
identified, and an agency prepared that will ac-
complish the objectives. Usually, the first meeting
is designed to

provide an opportun4 for the members and
any ex officio members to become acquainted
with each other
demonstrate that the school administration
recognizes tie importance of the committee,
and is committed to support the committee
establish a procedure fo'r the committee
members to develop rules and regulations

' \which will Serve as. a guide for continuing
operation of the committee
review the history of the occupational educe-
tion,prog ram and its'present roste4in the school
system
assistthe committee members with identify,

. ing the neectfor an annual program of work
for tVe committee
establish a time, Place, and date for the next
meeting to be held at the earliest appropriate

'date
Sample 1 is an example ota basic agenda for such.
a meeting.



Artti LE 1 ,

AGEN

% I

I Presen
the

V. Discus=
need

) develop
. appoint

VI. Discussion '

ADVISORY COMMITTEE MEETING.
TENTATIVE AGENDA,

ening remarks (teacher)

duction of those present

rks administrator and/or board president)
k,p ()dance of the.wbrk ot-the committee

tion (teachel)
. . hool's occupational' program

rules and regulations f 1

q thesornmittee's working rules and regulations
nt of rules committee

the bonimi e's program of work for the year
sUggested jor tasks

VII. -Discussion
agenda for the' ext 47feeting

-9 time and place f the meeting

VIII. Refreshments

0

Aftertheltgencia-hts-beet2--tentatively--outtineci,
,the teacher wilt need to prepare for the meeting -
The time, place, and date for the meeting must be

.!. determined. From the topics identified in the tenta-
tive agenda, the teacher will be able to determine
the-guests-to be invited. Each person to be invited
should be contacted by hthe teacher to asce(taio
which iif two possible dates selected by \the
teacher, would be most appropriate for scheduling
the first meeting. The teacher should be sure the
facilities in which the meeting is to be held are
available for the dates selected e

The teacher's classroom or a 'room near the
laboratory are recommended locations for the ad-
visory committee meetings. Meeting in these loca-
tions will help members of the advisorycommitt
feel more involved with the occupational program
an ill help them see the school resources avail-
abl or delivdry of the program.

dnce the'time, place, and date for the first meet-
ing are determined, the teacher shouldsend invita-
tions to each member, ex officio member, and

-guest. A copy
of-the tenta-
tive agenda

.should be in-
cluded with
the notice. A
notice of the
forthcoming
meeting may
be prepared
and submit-
ted to the
schbol ad-
ministratoi
for approval
for release to 1

the news media.

Arrangements need to be made'through the
school administration to,confirm the scheduling of
the facilities for the meeting, and /o alert the
school custodial staff. A large tgble with comforta-
ble chairs around it is appropriate for aradvisory
committee meeting. A place should be identified

AL
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for each person who will attend the meeting by`
placing a name card on the table in front of each
chair. The name cards will alloiv each participant

dentifYthos ,
. -

tion, each member aridex officio member Should
rs) be ,given the following items. .

,'-') a pad of paper and pencil ) .

a popy of the meetingkagendfa

9

An important part of the first mgetMg and sub.
sequent meetings may be the informal discpssion6
which occur during the refreshment eriod of er

- the orma meeting is adjourned. Thus, it is impor- -
tent that the meeting start and 'stop on time, to

tirrie for this informal disciission in which
committee members, who* Must work as a:tearn,
can become acquainted.

The teacher should serve as the temporary
chairperson for the first meeting. The committee
members need to become better acquainted and
make plans fo develop yet of rules of operation
before the permanent chairoesson is erected from
the membership. Also, a,tefflporary secretary will
need to be appointed to serve duringthe first tWo
in,eetirigt.' It is appropriate to asft a committee
member to serve-as temporary secretary; often a
member is asked to perform this taste before the
first meeting. The chairperson should summarize
the _results of the tmee ng and the plans for future
meetings.

a list of advisory; committee rhembers and ex
officibsmemberewith their addresses and tel-
ephone numbers
a cqpy of the advisory committee, 'charter"
end procedures as previously
approved by the board*edu cation or_board
of trustees
a new file-folder with a label attac contain-
ing the name of the individual, the n e of the
occupatiqnal advisory committee,. and the
name of the school
ash trays, if 'smoking is permitted

The teacher should arrive early and greet each
new member on arrival, introducing each person
to the others present. Wheneverpossible, the
teacher should comment on ike". place of business
of the pertiber,,or give other information which
would 'explain why this person was invited.'

The teacher should arrange to have space set
aside in a file drawer'for use by the advisory com-
mittee: Rec-
ori:ls.(min-
ut6s),of the
committee
meetings,
extra copies
of materials,
an corre-
spondence
can be
stored in the
file. A folder
should be
placed in the

1file for.each
committee
member, because individual members may wish to
leave their materials at the school.

Arrangements for refreshments should be coft
sidered. Generally, the school provides reftesW
ments for at least the first meeting. However, the
members of the advisory committee Ynight desire
to rotate the responsibility for providing refresh-
ments among themselves, or might even appoint
an ad hoc subcommittee for this purpose. The
:teacher once more should assist the advisory
committee, if necessary, by providing access to the
school's coffeepot, silverware, and the like.

Second Meeting
A well-planned, professionally conducted first

meeting will se the stage for a productive second
meeting. The fikt meeting 'should have concluded
with plans for a set of rules for the operation of the
committee, and foran annual program of work for
the committee. The second meeting provides the
teacher with the opportunity to begin transferring
leadership to the committee members. This is the

.meeting during which the committee starts to be-
,come operational.

The teacher must again prepare for the second
meeting in much the same manner as for the first.

ime-rthe-te-aaiefetieuld-rneet-with the ad hoc
committee (a committee appointed for a particular
purpos@ or circumstance) appointed to developa
set of rules for committee gperatiefi. The teacher
should be prepared to suggest an area of concern
for the $ommittee to begin studying.

AIN.10

Usually, the- ad .hoc committee will have d evel-
oped a proposed set of rules to be considered at
the second meeting. A copy of the proposed rules
shpuld be included when the notice of thelfieeting
and agenda are mailed to members. This will allow
the committee members to do their "homework"
before coming to the meetirtg. Sample 2 is an ex-
ample of rules for the operation of an advisory
committee.

t
9
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. .
The objectives for the second, n'ieetin need to

be reflected in the proposed agenda. The follow-
ing.items are 'usually appropriate: .

Review the accomplishments of the first meet,
1ng.

Adopt a set of rules for the operation of the
committee tybich will be forwarded to the

SAMPLE 2

Citi"EFWION

I
RULES AND REGULATIONS'

VOCATIONAL ADVISORY COWIMITTEE

k .

,

school administration for review and appioval
by the board of education.

slate of candidates for any positions identified
in the rules for committee operation.
begin developing the first annual program of
work for the committee by appointing an ad
hoc committee.
Identify one area of concern which the com-
mittee members will accept as their initial task
(e.g., the selection of training stations for the
cooperative prograrri, or the need for addi-
tional space or eqUipment for.the vocational
program).

s Set a tirn place, and da te for the next meet-
ing; the n kt meeting should probably be held
in abouYa month.
PrOvide a second oppo.rtunitY for the mem-
bers to become better acquainted.

.1.

. .

, ,.The officers will consist of a chairperson, vice-chairperson, Ong recording secretary. I hese .
sofficersewklibe elected annually at the first regular meeting of the committee, and will serve for

'eneyear terrn.',Officert may be reelected..
.

tibeenthiffees . ,
.

. 1 5
...

4The elected officers;eand the instructor who serves as an ex officio member, will constitUte
the executive committee. - t.i-

.

her subcommittees may be established and dischped by a majorlty vote-of theadvifory
-frunitteti members.,. . °

]:.Subcommittees may be continuous'or ad hocin nature depending upon needs. 1-

2. .Each Subc'dmmiffee may elect its own chairperson and secretary when fhesepositions
.

ere not specified' by,the advisory committee or chairperson. - .

.Theaativity,of the subcommittee 4411 be specified by the adiiisory committee: ,

4: Siibcommittee size will be determined, by its function. MemberShiiimay include per-
,

ebbs not on the adviiory committee, such as students, citizens, and school employees.
i Atleast one member of the 'subcommittee will also be a member of the, advisory ,

.. coMcommittee. , - ,
c -.

-t. -ubcommittee-6Niii report.regularly to the advisory committee.

1
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-
*dry committee wilrplan and operate under an annual program of work. Topics,

alli-'aridactiles will be included in the plane ,
,

''diirkrivkififio forthtensuing year will be discussed at the-first regular meeting of the
visor} cdmtriitteetach year./ . .. -

,,,COpOsals by members arm others will be considered by the executive committee. The.
= 3-executive committee will formulate the annUal program of. work to be presented to the
-.Adviddry committee at the lirst regular meeting.

i tinge 't ...

.

The. ....The annuli( pr9gtam olwork will indicate the regiiiir meetings term held each. year.
Atleast Lf, meetings will l?e held each ran . ',I , . .,,,

,

O. Speciainitings May be called or regular meetings cancelled by action of the - executive. . .
.. . committee. -* .... - . .... "..., " .

.p. the,executive committee (and/or chairperson) in'constritation .with the teacher will .be
responsible for planning the agenda of individual meetings. e ..

E. Each Meeting-will begirratihe announced time and will continue for no more than two -

,-,
.ti9i8"4... y., s

1 ,- % . . ,

..

F. Parliamentary procedure Will be used when a efadision of the advisory committee is to be
.

will
or transmitted. Otherwise, discussion leading toward consensus of thEr members

,

will be the, prevailing procedure used.anneetinge. & 1,. A
r . , ,,

G. A Otiorum will consiet of a majbrity,of the officially appointed marribers of the advisory
committee. - 1.-.. ....,...,

.. ,

V: Responsibilities of Members , ., , :,_,44 '. .
. -, .

A. Each.menitler is expected to attend m tings regularly, participattin the advisory commit-.
. tee discussions, and serve on subcom ees when requestedt"

B. Each member isexpected to carefully study any problems wh ic h come before the adyisory
committee before reaching a final decision.

atizens and/or organizations; '
,

..*
C. Each member is expected to reach a personW decisidn, after considering the views of

.other

.

-. . D. Each member is expected to respect the rights of fellow committee members by not
.reporting or discussing opinigns pi individual members. The opinions and conclusions of
the advi committee as a whole may be dIssUssed, within the polides approved by the
board of education. .

.4 - . ,,
;.

VI., lose of Membership - -.'-, -\.
<

'.)%tri

. ....Any. member who iaabsent from three consecutive .regularly scheduled meetings Without
good reason will be consideredto have resigned from the advisory committee, and the

. ,ladvisoircommittee will notify`the board of education (trusteesr,in. writing.

VII.. Use of Consultants .
- .

.

1

. Th 'advisory coOim thee maiutilize consu Rants) rolin within and outside the school system, to
o ain additional knowledge andassistandais 'needed.'..-. ,

, ...
-,-- <,.,.... ,.. .-... endmetits-. ..,. -:..,,.,..,

hese- rutttfof operaticin may be amended by a two-thirds vote of the appiloted mengs of
,,,-,.

the adviabricommittee;arld subsetiuent approval by, the board of-education.- .

.. . . , e
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. Third Meeting
By the thirdimeeting of the advisory committee.

the transfer of leadership from the teacher to the
committee should be complete. T,he committee
should ,elect its officers, as specified in The ap-
proved rules of operation. After the meeting, the
teacher.:,Siole shifts from chairperson to consur-
tent. How-
ever, the .

teacher will
continue to
serve as a

. facili {ator,.a
key person in
maintaining
the smooth
functioning
of the com-
mittee.

The third.

f

Meeting 'mill, I,

focus Upon vi

generally \ 1

developing a long-range annual program of work
(see S,aimple 3), and the committee will begin to
work on the initial. task identifi4:1 at the previous
meeting.

The teacher will also need to provide leadership
in developing the first annual 'program of work
Once the committee becomes Operational, the
executive group will generally propose an annual
program of work to the committee at..the first meet-
ing oreach year... '

4,

The ad4sory committee members must oW

and .understand the goals and objectiVes.o the
instructional program The bommittee will need to
know what is being done and how well these goals
and.objectives are being met The committeewill,
then be 'ha position to review the existing situa-
tion and identify areas which deserve more in-
depth study. The committee may be able to ralik
the areas of concern in order of importance as a.
guide for th, use of their time

One the areas of concern have been identified,
the committee.will be jn a position to plan ways_
and means for approaching the plkoblems. Gener-
ally the committee will be seeking answers to the
following types of questions.

Where are welnow? What is the situation?
Where should we be? What should be Our
goals and objectives for this part oft the in-

\ structional program? <

What information do we need ores-
ent situation'? What information do' need to
project the future?

. What can be accomplished within the limits of-
existirlg resources"
What car i be done'under thepresent school
policies? - ;7

What should we recommendlo the teacher, to
the administrator, and-to the board of educa-
tion (trUstees)"
FlOw much "of the supporting information
gathered islo be trans(nitted to, the board"

The teacher will need to work with the ad hoc . The first year's program of work should ensure

committee appointed tolevelop the fist program the development of a sound .base of knowledge\

_of work. The ad hoc committee will need special , among the cOmnifttee members One or more

assistance during this initial effort. specific concerns should'be identified forcOmmit-
Me action. The concerns selected for attention

. During_the first year of operation, the members should provide an opportunity for' accomplish-
of the advisory committee wiff need topeVelop an ment during the first year. If the committee re-
adequate level of awareness,and understanding ceives positive feedback and cart see that if has
regarding $he school system and the role of the. accomplished something, it will be much easier to

. occupational program The iriltiel-prOgram of work' maintain enthusiasm among the members
may be designed to provide the advisory commit-
tee with a. base for identifying' both 'a process_ .

which can be followed each year, and the appro-
priate areas of concern to be given attention dur-
ing this and subsecjuentwars.

0.
.
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SAMPLE 3

PROGRAM OF WORK

p.

Objectives

FIRST'YEAR PROGRAM,,QF WORK

Activities

v A. Th6 committee will be 4

come rganized to function
On a continuing basis.

B. The members of the committee
will become familiar with
the instructional program.

am.

\

"-em..-
G. The committee will assist't

the development of
' shbrt-anci long-range goals

for the prcigram:

D. Th e 'committee will identify
areas of concern,.

-

.1

1. Develop rules for
operating the committee..

2. ElectiAcers.
1. Identify the exist-

ing goals of the program.
2. Review thepparts of

the program: ,

a. classroom/lab
_,....jnstruction
b. work experience
c. student vocational organization
d. adult education
e. teacheeprofessional

development
3. Evaluate the outoomes,of Dec.,-Jan.

the program in relation to the goals.
1:Thetermine)Ong-range

employment trends.
2. Identify anticipated Nov.-Dec.

technological changes.
3. Prepare a statement of: f Jan,,

goals.for the program for
the next five years, . -
Identify pterridial
Teasby;c_ paring -rarigl:

goals with outcomes of the
'present.programs.

2. [identify pasting problem
areas With the assistance of
the teacher.

3. Sle.ct, one or more areas Nov.-June
of cdncern, examine the problem's,
and niake'recortimendations to the
board lof education (trustees).

Date

-Sept.-Oct.

Bept.-pct.
Sept.-Nov.

Sept. -Dec.

-4

Nov. -Dec.

Feb.-Nov.

.

Special problem areas may be identified early in
the life of the committee. AttentiOn may be focused .

upon studying these areas of concern as soon as
the committee is organized. However, the commit-
tee must develop an understanding of the goals of
the occupational program and the delivery system
of the total.program, if intelligent decisions ate to
result. '

The role' of the advisory committee can be
viewed as a cyclic review and evaluation process
as illustrated in Figure 1. This process applies to
the program in its totality, as well as to each prob-
lem area selected for study. The advisory commit-
tee will become a continuing cownittee, con-
stantly evaluating and reevaluating both the pro-
gram and the decisions made by the committee.

12
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AGUE:LEA'.

THE RbLE,OF AN ADVISORY COMMITTEE

Develops_
Recommendations to
Overcome Problems

A,

Identifies Areas
of Concern

I
Advisory Committee

Identifies Goals
(objectives)

5

Compares Outcomes
with Goals

(I Opt, On41
Activity 11

N1110110
e ,

Reviews
Instructional Program

Determines Outcomes

For further information on procedures for maintaining an occupational 1
advisory colt mittee, you may read The Advisory Committee 8nd Vocational
Education, pp 32-46, and/or Riendeau, Advisory Committees for Occupa-
tional Education. A Guide to Organizdtion and Operation

01111=0....
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/".
Optional
Activity

'Nita

114

You may wish to arrange through your resource person to tneet With a
teacher, 'a school administrator, or an advisory commitlee chairperson '
experienced in maintaining a newly organized occupitional advisory
committee to discuss procedures he or she uses and problems enCoun-
tered. In this discussion, you could ask ,to see copies of agendas and
annual programs of work, Mid discuss the areas4of concern past commit-,
tees have identified.. .

c-- .--' You may wish tb attend one or more of the initial meetings of a newly
')

organized or reorganized occupational advisory committee. Pay particularI Optional attention to the teachers leadership role, and (if you attend tit first three% Activity meetings) the way to which hb /she transfers responsibility to the commit- ,

%I. tee.

I ,/,

Activity

The following items cheek your comprehension of the material in the
information sheet, Maintaining a NeWly Organized or Reorganized Occu-
pational Advisory Committee, pp 6-13. Each of the four items requires a
short essay-type response or the development of an agenda. Please re-
spond,ful ly, but briefly, and make sure you respond to all parts of each item.

SELF-CHECK
1. You tire in a good mood today. The board of education he authorized your occupational advisory

committee, and Ks approved the statement of organizational procedures. But look out, here comes
Bjorn Synic, one of your teaching colleagues. Mr. Synic immediately starts telling,you that you are

1 foolish to have asked for an advisory committee. "Advisory committees mean more work 4or you,"
according to your colleague. This person continues by telling you that you will' never have enough
time to keep the advisory committee going. How can you ever find time to plan the agendas for each
meeting, conduCt the meetings, and more important, find things to do that will keep the committed
busy. Your "friend",concludes this monologue by predicting that you will be lucky if you tan find time
to hold ,more than one advisory committee meeting during the year.
Of course, you do not attempt to change thefi your colleague at that point in time. Hoiveyer,
if you could get this person's attention, What would y u say regarding
a. the leadership role of the teacher in working with An occupational advisory committee?

ft "

14
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, -

b. procedures you intend to follow in order to help the new occupational advisory committee
become relatively self-sufficient, thus lightening your leadership role?

4

.1

1

,..

a
4.

ot

2. The day has finally arrived. Tonight the first meeting of the new occupational advisory committee will
be held: Outline the agenda you have prepared for their first meeting.

,4- a

9

Q. .

1

til

1

* ,*

15

. 16

i

...

4..

4t.



3. Thitfirst meeting was a success, and the members advisory committee have decided to tet
again ih,two weeks. Outline an agenda for this co d meeting.

4 °

4:

4. Generally, things are going well with the advisory committee, thOugh there is some disagreement
among the members as to what the annual program of work should be. The third committee meeting
is scheduled to take place in three weeks. Outline an agenda for this third meeting.

1

16
17

N
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Compare your written responses on the Self-Check with the Model An-
swers given below. Your responses need not exactly duplicate the model
responses; however, you should have, covered the major points.

MODEL' NSWERS
. .

'1. a. Yes, be teacher will be busy during the ini-
tial thaSes of the establishment of an occu-

. p onal advisory committee. But, once the
dvisory committee becdrnes operational,

the teacher's level of involvement will be re-
duced. , .

The teacher will need to aslume the major
leadership rolelor a newly appointed corn-
mittee., The committee members will be .

looking to the school for initial leadership. 2
The, teacher will transfer the major leader;
ship responsibilities to the members of the
committee oh a systematic basis as the
committee matures. The teacher's role shifts
to that of a facilit

rn
tor (a helper;consultant,

adviorl, and corn nications link between
the committee the school). as the advi-
sory committee members assume more re-4,
sponsibility for their leadership.
a

b. You would probably describo4e steps you
will take during the first Three meetings to
help the committee members assume Lead-
ershipreSponsibilities for the continuing
operation of the advisory committee.
Theleacher assumes leadership for'plan-
ping anti conducting the first meeting.; the
committee members are not prepared to do
this. One r4ult of the first meeting will be
the appointment of an ad hoc committee to
develop a seof rules fbr the operation of the
advisory co mittee. Once the rules of oper-
ation are, adopted, the committee will be
able to elect officers and willtiave guidelines
to ensure continuing operation of the com-
mittee.
At the second meeting, the teacher will
again be responsible for planning and chair-
ing th&meeting. The rules of operation will'
be approved by the members. An ad hoc
comminee will be appointed to prepare a
Slate of candidates for the officers of the
committee. Another ad hoc corn. mittee will
be appoihted to begin developing an annual,
program of work.
The thftd meeting is probably the last meet-
ing the teacher' will plan and chair. At this

eg

meeting,, the members of the, committee
should elect their officers and adopt their
annual program. of work. Now, there are
officersmembers of the committeewho
will assume the responsibility for the leader-
stir') of the committee. And, the committee
has a og ram of work which will serve as a
guid or the committee Officers as they plan
future meetings of the advisory committee.

. Agenda for the First Meeting
Introductions
(The teacher, assumes this responsibility as
the temporary chairperson. This is a good
time to distribute copies of the agenda, char-
ter, statement of organizational procedures,
etc.)
Appointment of a temporary secretary,
Remarks from the president of the board of
education (trustees) or school administrator
(The president can give the board charge to
the committee and briefly explain the "Char7
ter" and statement of organization9I proce-
dures.)
Remarks from the superintendent of schools,
principal, or dean
(This person can tell the advisory committee
members how they may help the school.)
Explanation of the advisory com ittee con-
cept
(The teener can briefly describe the role of
an occupational advisory coriuni ee, and give
examples Of what other such committees
have done)"
Steps to be taken in establiphing an operating
,structure

8 (The teacher can explain the need for a set of
rules of operation, and appoint an ad hoc
committee to develop a proposed set of rules
to be congideredat the next meeting. SEIM le
rules can be distributed.)
Planning, the'next meeting
(The teacher should be sure the committee

,members set a date, time, and place for the
next meeting. The teacher can remind the
members that the rules for\ operation will be
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on the agenda, and that the committee will
need to begin developing an annual program
of work.)
Adjournment and refreshments

3. Agenda for the Second Meeting
Call to order
(The teacher is still theaaling chairperson).
Roll call
(By the temporary secretary.),
Reading of the minutes of the first meeting
Report of the ad hoc committee'for develop-
ing rules of operation '
(The teacher should ensure adequate discus-
sion occurs so that all members understand
the proposal. A formal vote should be taken to
accept the proposed rules, or the rules as
revised by the committee as a whole.)
Making plans for the development of a-pro;
gram of work
(The teacher should lead the discuss' tn to
identify possible goals of the commi e for
the first year.) I
Appointment of committees
(The teacher will need to appoint an ad hoc
committee to prepare a slate of candidates for
the officers positiqns, and an ad hoc commit-
tee to develop a proposed annual program of
work.)
I tificatio of an area of coptern to study
(t'he should be prePardd to suggest a
topic for the committee to begin examining.
The teacher should have needed information
ready to present to the committee.)
Plans for the next meeting
(The teachershould ensure that the members
of the committee set a plate, time, and place
for the next meeting. The teacher may wish to
remind the members that the election of of-
ficers, and the approval of the annual program
of work, and continuation Uthe study of the
problem will be items on We next meeting
agenda.) r

Adjournment and refreshments
(The teacher should make arrangements to
meet with the ad hoe committees before the
members leave the meeting.)

4. Agenda for the Third Meeting
Call to order
(The teacher will serve as chairperson, proba-
bly for the last time.)
Roll call .

(By the temporary secretary.)
Reading of the minutes from the previous
meeting
Election of ,permanent officers
(The ad hoc nominating committee will give
its report, and the 'Members should take ap-
propriate action to elect officers.)''
Planning the annual program of ,work
(The ad hoc committee for planning the an-
nual program of work,will give its report, and
the members will take appropriate action to
apprdve an annual program of work.)
Implementing the program of work
(The committee shouldsthen identify areas of
concern to be studied, and identify plans for
tackling the problems. The annual prog rpm of
work will serve as a guide.)
Continue study of area of concern identified
at previous meeting 1.
(The teacher shOuld be prepared to assist the
committee to continue the study of this prob-
lem area.)

,4 Plans for the next Meeting
(The teacher should ensure that the members
let a time, datetand place for the next meet-
ing. And, tike teacher should make arrange-
ments to have the permanent officers (if
elected) take over the leadership role at the
next meeting. The teacher may wish to remind
the committee that the agenda of the next
meeting will include the implementation of
the planned program of work, and the study of
the items selected by the committee.).
Adjournment and refreshments

4

*ra

LEVEL OF PERFORMANCE: Your completes Self-Check should have covered the same major.points as
thes model responses. If yo ssed some points or have questions about any additional points you
made, review the material inhe information sheet, Maintaining a Newry Organized or Reorganized
OcDupational Advisory. Committee, pp. 6-13, or ch k with your resource person if necessary,

4,
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Learning Experience II

1
. . .....:

After completing the required reading, demonstrate knowledge Of the
prOcedUres for maintaining, existingqcqupational advisory committee.

,.

,

You will be read ing theinformation sheet, Maintaining an Existing Occupa-
ticinal Advisory-Committee, pp. 21-25.

0--

Optional
!Activity You may wish to read the supplernenfary.information sheet, Functions of

an Advisory Committee, pp. 25-28.

Optional
VActivity

prf
7 # ,..

l'r t 1
.0'

''''''t,Nio u may wish to disgust the procedures for maintaining an existing advi-
\pry committee with vocational teacher, school administrator, and/or
advisory committee airperson.

Ciptioni, You may wish to attend a meeting of an occup.ational advisory 'committee.
ActiviW

You may wish to meet with your resource persen and/or peers to further
discuss the informat n in the readings).

e

4,
20
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- . c

You will bedemonstrating knowledgeotthe proced u resfof maintaining an
existing Occupational advisory committee by completing the Sell-Check,
pp.- 29-36;

yr:

,t ,

You will be evaThating.Aur tompetenciby comparing your completed
Self-Check with the Model Answers, p.31.

.

"1

/

4
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Activity
440

For info6nation Onip fanning the annual program of,virk, and planning
afid conducting meetings for-an existing occupational' advisory commit-
tee, read the follimingtinformation sheet: I'

'MAINTAINING AN EXISTING
05COATIONAL ADVISORY C

A functioning advisory commiseeArill have a
planned turnover of Triern8ership, and a change in
officers on a periodic basis. New members and
new officers must receive orientation to the role of,
and procedures f011owed by, the advisory commit-
tee: An advi-
sory commit-
tee hand-
book or
manual is
one effective
technique to
use in orient-
ing new
members
and officers
to their role
and function.
This hand-
book would
contain a
statement of the school's philosophy, the purpose
of ttie vocational program, and the advisory com-
mittee's.,charter, organizational statement, operat-
ing rules, and list of members.

In addition, the handbook should briefly de-
scribe the role and functions of the occupational

'advisory committee, the members, and the of-
ficert. The handbook will probably need to be re-
vised occasionally as the committee matures and
experience is gained. While the content of. the
handbook will largely be the work of the'commif-
tee, the teacher probably will need to assume re-
sponsibiliyf6r production.

.Planning the Annual Program of Work
An-occupational advisory committee cannot ac-

complish in one year all the goals and actiVies
that may be identified. In addition, special issues
develop_each'yearwhich may require the attention
o'f the advisory committee. It is essential for an
advisory committee to identify its goals atd de-
velop plans for accomplishing those goals o er ah
extended period of time.

Long-range planning covering several years will
help the advisory committee coordinate its yearly

\.1

(
activities. The majbr long; range goal should-be to
seek continued improvement of the occupational
education program. Such an effort requires a sys-

i teMatic and Continuous protrant of assistance to
the school and an ortgoindevaluation of all major
program activities. Aspects ofthe program which
can be considered include:* goals of the. ocdpa-
tional eitucatiOn program, course contend, place-
ment for work experience, facilities and equip-
ment, placement anthfollow-up of graduates, stu-

' dent vocational organizations, adult education,
finances, community. needs; and long-range pro-
gram Mans.

An effective occupational advisory committee
will tievelo13 an annual program of work which
reflects the committee's lorTf range plans. This

lolan of work for the yearprovides a guide for the
allbCation of the committee's time and resources.
And, the annual program of work provides a bench
mark for* committee to use when evacuating the
yeard accomplishments.

An annual plan Of work will include selected
components. of the long -ramie plan as well as
specialissues to be Considered during the current
year. Notoall special issues will be known at the time
the annual plan is adopted. 'Problems and con-
cerns identifiekd during the year should be brought
to the at ention of the committee through items of
busine pladed on the meeting agendas.

Occ pational advisory committees can identify
0' specific activities in wtChtthey desire to partici-

pate everct'yeard ExampTes of these recurring ac-
tivities include, -$

iSlannin9 an annual program of work
participating in the annual parent-student
banquesponsored by the student vocational

rganization .

sisting with the. selection of outstanding
students,
publicly recognizing outstanding students
assisting with the placement of students for
work experiente
assisting With Tleld s

asSisting`the teacher wt h the adult educati6n
program

21
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reviewing the equipment list
submitting an annual report to the board of
education (trustees)

T e teacher plays a key role in helping the
s ry committec, rnemblEws plan their ann I pro-
gram of work. 1'6e-teacher should m with the

SAMPLE 4
4

t
. P

p

committee chairperson and help draft an annual
program of work. The long-range plan, minutes of
committee meetings, and any annual reports of the
committee's activities can serve as useful guides
when drafting thez.nual program of work.

The advisory committee chairperson can call a
meeting of the executive _committee for,the p
pose of reviewing the draft f the annual prodraft

work. The proposed an ual plan, approved by
the executive committee, an then be presented to
the advisory committee or adoption by the corp.:,
mittee as 'a whole at the first meeting of the com-
mittee's fiscal year. The adopted program of-work
will become the guide for planning the agendas of
the meetings of the advisory committee durin5.the
current year. .

An occupational advisory committee annual
program of work might include the items in
Sample 4.

'3

ANNUAL PROGRAM OF WORK

_Objectives

A. Maintain the
advisory committee.

B;, Ensure the Instructional ,
progfam is relevantt

-.and up to,date.

Ass lit the teacher...! .

_Activities

1,' Elect officers.
_ 2. Adopt anahnual orograin

f work.
3.. Submit an- annual program

of work for the following
year. June

sue. the cObrierair
study.__: ,

`4 'Oct-May
2. Establish acceptable

dttf*ards 'fOi work'
.2-performed by students.

3. RevieW.the, eqUipMent list.
`1. ideptifymbricapperience

oppoiiiinities
As'sist-with field .trip, arrangenients.

3. HelP,Pleibd,gradtlatesior
initial employment. ,

4. Review applidatione,for student .
voCationat&ganization, awards.
Help Olen, adult 'edticatiO.114'.44
evening,clesses.

;..

.., Dates,i,

Sept

Sept.

4 e -
July-August

4

Sept.-May

22

May-74une

March

Sept. and
January



Planning and Conducting Meetings
Meetings of an o'ccupational advisory corrimIt-

fee can be classified as either annual, regular, or
special. Thelitnnual meeting is the first meeting of
the advisory committee each year, usually in Sep-
tember. This is when the advisory committee pre-
pares for the year's work: officers are elected, last
year's accomplishments are reviewed, a plan of
work for the cu rrent year is adopted, and *le dates,
times, and places of the regular meetings are es-
tablished for the-remainder of the year.

The regular meetings are designed to carry out
the annual program of work. The number of regu-
lar meetings may vary according to need, but as a
general rule the advisory committee shduld con-
vene gat least four times during ,the year once
every threeymonths. A properly prepared annual
program of work will ensure that a peed exists for
calling each regular meeting.

Specs it meetings gt an advisory committee are
generally called when an unanticipated need
arises, or when the members deem it necessary to
meet mole frequently than originally planned in
order to complete the program of work Special
meetings should be called only when a real need
exists.

The "rules of operation," or bylaws, adopted by
the advisory committee should specify who is6re-
sponsiblelor calling the advisory committee meet-
ings. Usually the annual meeting and the regular
meetings are called by the chairperson,, but only
after consultation with the other members Of the
executive committee.

The ultimate responsibility for planning each
advisory committee meeting rests with the chair-
person The teacher, however, should confer with
the chairperson in adva9ce of the meeting to dis-
cuss a proposed agenda for the meeting Minutes,

f previous meetings and the annual program of
Avork can be reviewed to identify items which

A

,$

should be included in the Benda Special ar-
rangements should-be considered, such as invit-
ing resource persons to attend or arranging to
have baCkground information for an item dupli-
cated for each member.

Once theftentative agenda has bee?) prepared by
the chairperson, the rules of operation will often
_specify that the' executive committee should re-
view and accept the proposed agenda In many
situations, -the executive committee may merely
authorize the chairperson to prepare an adenda.

An advisory committee Will at some point need
to obtain information from resource people; the
committee members cannot be expected to know
everything A resource person may be able to give
the committee an insight into the strengths and
weaknesses of the work experience phase of the
proaram A staff member from the employment
secAhty office'can explain the role of that agency
in securing Jobs for graduates. Recent graduates
of the educational program are sources of valu-
able inputs regarding the strengths and weak-
nesses of the instructional program'

All advisory committee meetings should' be con-
ducted in a businesslike manner Upon authoriza-
tion from the committee chairperson, the teacher
can mail notices of the meeting to the members
and guests. A notice may be given to the school
administration for transmittal to the news media
The first notice can be mailed about four weeks
prior to the meeting date, along with a copy of the
proposed agenda and any materials which' the
committee members should study in advance of
the meeting.

It may be desirable to mail a follow-up *ice
'approximately one week prior to the.meeting date
Some teachers find a phone call reminder to the
committee members on the day before the
schedple4meeirng to be very effective. This re-
minder notice and/or phone call can help ensure
the largest possible attendance at the meeting.

The teacher should arrange for the, meeting
facilities through administrative channels. (Sep
pp. 7-8 for a discussion of arrangements for
facilities, seating, file space, refreshments, etc , for
advisory committee meetin9s.) The committee
chairperson, not the teacher, is. responsible for
actually conducting the advisory committee meet-
ings. The ability of different chairpers'ont will vary
The executive committee has a duty to assist each
chairperson to ensure that the meetings are run
effectively. The chairperson will have had an op-

1 To gain skill in using resource persons. you may wish to refer to
Module C-20 Use Subject Matter Experts to Present Information
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portunity toed iscuss the agenda with e teacher,
and possibly with other executive .committee

SAMPLE 5. I

,AGENDA FORMAT,

Members, prior to the meeting. The chairperson
will feel mocel:Amfortable having had prior inputs

t from these bers of the committee.

It is recommended that the recording secretary
for the committee be elected from among the citi-
zen members. En some situations, it may be appro-
priate for the teacher to serve s the committee
secretary. Regardless of who sefves as secretary,
the teacher is in a position to utilize the resources
cif.the school fOr typing, duplicating, distributing;
and filing materials for the-committee. The citizen
members of the committee usually do not have
access to these kinds of services.

,Each meeting of the adVisory committee should
follpw an approved format of activitie§, This format
can be feflected in the way in which the agenda is
organized (see Samole'5)

'1. Call miietifig_40 order (committee chairperson).
.,'*,-.Taktfroll of, members and guests present; 't
-ai.Pead and'accept minute's' of previous meeting. .

4:fievieW7proPoded agendaand accept additiond oriither changes.
, -'-,52't0haider_routind businesd matters such as announcements,or teports.''''

:'6.. dontitd,er-items-of-business-most-easily-disposed of, ,,,:,'
7. Consider major.items of business, such as special items and program of work activities.

i.8.%Plah for the next meeting.'
` :,9:;Adjourn meeting.

... 16;,;S.erve.refreshinents.

'Occupational advisory committee meetings are
usually, conductafein an informal, but controlled,
atmosphere. Discussion should be open and free,
bid/parliamentary procedures should be followed
whenever official action is taken. The members of
advisory committees tend to function more effec-
tively when the chairperson is able to lead the
group in reaching consenqus /through business-
like discussion. tt ,

Strict adherence to parliamentary procedured
may make the citizen members feel uncomforta-
ble, and result in less than effective committee
mfttngs. In some situations in whichocommittee
memb'ars.are not experienced in committee work,
the teacher enay have to take-the initiative in help-
ing the group formulate and reach decisions. This .

should be done, of course, without pressure. or
"railroading" tactics.

s\
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... Communication between the occupational ad-
visory committee, school adn'tinistration (superin-
tendent of schools, principal, department chair-
person, dean, director of occupational education),
and the teacher should be continuing and two
way, The advisory committee should submit a copy,
of the minutes of each meetiu to the board of
education (trustees), through proper administra-
tive channels The advisory committee may occa-
sionally desire torepare special communications
to the board ,..one such communication might be
an annual report of activities and accomplish-
ments'of the advisory committee,if the committee
decides to undertake this/task ,

(rOptJorNal
Activity committee can be of assistance to you as a voeational,teacher,

read the following supplementary' information sheet

%lea,

AS

-the Advison4 committee should follow-the chan- s's
nets for communication established by-the school
system Generilly, the advisory committee will
transmit all corninunicationslo the board of edu:
cation through the School administration (e g , to
the department rfhairperson, to the principal, to
the superintendent, to the board at education)
Official communications should be signed by the
secretary .and or chairperson of the, advisory
committee The minutes of each advisory commit-
tee rheeting should, of course, be signed by the _

committee secretary

If you would like to review some of the' way,s an occupational advisory
you may,

FUNCTIONS-OF AN ADVISORY COMMITTEE
The activities: 6f most successful advisory com-

mittees are centered around the functions of,
occupational:community surveys, course content
advisement, studept placement, community pub-
lic relations, equipment and facilities', Orogram
staffing, program review, and community re-
sources Each of these eight functions and relted
activities with which advisory committees might
aid you is discussed under the appropriate head-...
ing.

A major focus of a community survey is on ques-
tions relating to the job market, especially in de-
er-mining the' short- and long-term manpowe'r

needs in relevant labor markets When discuss-
' it the community survey design, the committee
should first attempt To Idenqy the major questiOns
to be answered These questions should aid in
making decisions for establishing, updating, ex-
panding, or discontinuing the program Surveys
ar 'generally designed to obtain the following
kin s of information.

he number Of people in a geographic area
c rrently employedn a given occupAtion, the
n tuber currently needed, and the pl-ojected

tuber for a set number of years (usdafty five
yegrs)
the occupation(sj in greatest demand
the jobs within, an oCcupationefor whichcfrtUa.,
in9 is needed
the interest of young people and,adults in
training for selected occupations
the need for supplemental training for people
already en'Iployed
the number of graduates from schotil'occupa-

.

tional programs who might be accepted for
employment in a community
new areas in whiCh training should be .de-
veloped
recommendations Oft the vocational pro-
grams to be expaqled, dis.contiOued, or es-
tablished

Community Surveys
A solid rationale for why a school should offer

a particular program, and what" should be in-
clu5led in the program, is essential for the success-
fOl institution of the program Advisory committees
can play a major role in the planning and analysis
of surveys which attempt to define program needs
The aotual survey is usually conducted by voca-
tional education personnelwith,the support of the
advisory committee When the advisory committee meets to review
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and. discuss the datk from the survey, several
topicsneed4o be thormighly discussed. First, what
general trends are noticeable in the data? Sec-
ondly, does the data provide accurate and ads=
quate information for making the necessary deci-
sions? Third ly,now can the data be presented so
they are readily and factually interpretable? The
interpretation and summarization of survey results
arts important advisory committee activities.

Although projected occupational demand is a
major consideration for establishing new pro-
grams, it is not.the only consideration. A commu-
nity survey usually contains additional factors,
such as student abilities, commu'hity financial re-
sources, population trends,'and attitudes of par-
ents toward the proposed program, which may be,
considered essential. The community survey fo-
buses on questions addressed to students, par-
ents, and tbusinesspeople. Information,from these
sources complements manpower information,
and provides comprehensive information. for all
parties served by the. educational program.

Course Content Advisement
Providing advice on course content is one of the

eight recognized functions of vocational advisory
committees. The primary concern of the advisory
committee in this.trea is the establishment of prac-
tices which will keepAnstruction practical and
relevant. All phases of training should be reviewed
periodically in order to keep the program occupa-
tionally oriented and up to bete.

The advisory committee can engage in identify-
ing occupational competencies, developing goal
statements for the program, and reviewing the per -
formance objectives of the program. Each of these
activities centers around ensuring the technical
relevancy of instruction: The advisory committee
can also offer advice concerning the relevance of
course content to students. For example, does the

0
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course content provide the student with arLentry-
level job skill? Does it provide an adequate basis
for. further education?

In giving advice concerning course dontent, the

advisory committe may examine the broader
areas of

occupational information included in the
course
employability skills such atinterviewingskills
included in the course
emphasis given to human relations skills
provisions for disadvantaged or handicapped
.studenis
the relationship of course content to other
courses in the curriculutn
the level of skill development
the intlision of informationr further educa-
tion
the emphasis given to developing respect for

,tools/equipment/facilities
evaluation of the students' experience in the
course

The type of advice concerning course content
provided by the committee or requested by the
teacher should reflect the goals of the program. If
the program goals are designed to provide ibr the
total education of the student, the advisory com-
mittee can provide valuable input for developing a
pritram to meet all the students' needs.

Student Placement
In a society whete "accountability" in.education

has become increasingly important, student
placement is frequently used as one measure of
thesuccess of the vocational program. There are a
number of activities, through which advisory com-
mittees can assist in placing students. These in-
clude

organizing employer / student conferences
notifying teachers or the school placement
office of job openings ,.

reviewing student follow-up studies
coordinating placement services with the
state employment service and vocational re-
habilitation service*
employing co-op students and, graduates

Community Public Relations
The public relatio-ns function of an advisory

committee involves its assistance in ketping lines
of communications open between your program
and the community. The committee can help de-
velop comhiu nity awareness as well as stimulating
the interest of other individuals in vocational edu-
cation.

Some possible methods.of effectively utilizing
the advisory committee in public relations in-
clude
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developing community awareness of the vo-.
cational facility anct its equipment through an
open house
having members of the advisory committee
and vocational education personnel speak to
civic and service clubs in the 'community
developing a format t6' promote vocational
programs through the newspaper, radio, tele-
vision, and other media .

establishing an awards program for outstand-
ing students
providing input at board meetings
planning participation in public funding ac-
tivities
providing feedback to special populations in
the local community such.as the disadvan-
taged, handicapded, and minorities

Each of these is a critical activity which may have a
significant impact on the way in which individuals
in the community evaluate the quality of the voca-
tional program.

Equipment and Facilities
A -continuing problem in vocational education

has been the obsolescent of equipment and
facilities. Through the leaclyership and the team

efforts of vocational p orrnel and advisory com-
mittee members, qu ity equipment and facilities
can usually be secured.

One of the most important functions of an advi-
sory committee is its recommendations regarding
equipment and facilities needed to provide stu-
dents with the optimum learning environment. The
best possible solution needs to tle found to fully
utilize the community and school resources.

The advisory committee can be involved with
this important fuRction through

reviewing present equipment and facilities
surveying equipment currently in use by in-,
dus
analyz projected industrial.- trends in re-
garsi to equipment utilization

fit

suggesting replacement of equipment
advising on bidding procedures
Seeking equipment donations

PrOgram Staffing

The administrative4unction of hiring qualified
instructional staff can be suppyled in 'several
areas by an effective advisory committee. Of
course, all final decisions as to thebrecru. itment
policies, criteria for hiring, and the final selection .

of an individual still rest with the recognized ad- i
ministrative official.

The advisory committee can engage in the fol-
lowing types of program staffing activities.

Review teacher selection criteria.Items
such as quality and quantity of experi-
ence, educational requirements, teaching
certification(s), references, and the com-
pliance of criteria with recruitment or hiring
practices are appropriate.
Suggest recruitment policy.Considera-
tions might involve compliance with local
contract, the availability of placement agen-
cies, the services of placement agencies, and
ethics relating to recruitment policies.
Recommend number and level of staff.
This would be an especially important func-
tion for an advisory committee working with a
new program or new vocational school.
Review teaching applicants and recommend,
potential candidates.The advisory commit-
tee should only be involved in this function to
the degree requested by the administration.

Program Review *;,

Program review is a critical function of an advi-
sory committee. It is not the responsibility of an
advisory committee to handle the complele evalu-
ation of an educational program, but the commit-
tee's review can be a valuable aid in your program
evaluations. Sometimes rogram review is the
only function of an aaiso committee. However,
most people view it as an um ella function which
takes in several other committee functions such as
course content advisement and public elations.

Specific program review activities may in-
clude o.

evaluating student performance
comparing program acdomplishments with
program objectives
,making periodic reports to the administration
or school board
formulating recommendations for program
improvement
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... BeforeNhe committee undertake's a program re-
,

view, it should be told how the program review
effort relates to other program evaluation efforts.2
Secondly, the committee needs to review all cur-
rent an past documents relating to program
evaluatio specially previously written local re-
ports. T irdly, program goals must be exactly iden-
tified if they are net already written down in an
acceptable 'form. Fourthly, a data-collection jn-

Community Resources
, Most, advisory committees attempt to identify
community resources and to make them available
in support of the vocational prog rpm. The advisory
committee itself should be considered a commu-
nity res rce because of its assistance in provid-
ing rse content advisement, reviewing the pro-

am, etc.

There are several functions advisory committees
typically undertake in this area. Examples of these
functions include the following activities.

Provide input for field trips.Field trips can
be arranged through advisory committee con-
tacts forboth students and educators. Open
discussion of the purpose of field trips illus-
trates how students, teachers, and business'
all can benefit in some way.
Recommend potential co-op or work experi-
ence stations.Depending on the purposes
of the program, work experience may be ar-
ranged for a day, a week, or a semester. Many
industries will sponsor work experience pro-
grams for teachers.
Identify personnel from business or indus-
try.The committee can identify persons
who can provide in-school instruction and
counseling on a variety of subjects and cur -'
rent practices. These activities have proven to
be highly beneficial to students in group ses-
sions or individual sessions.
Assist in obtaining instructional 'maieri-
als.The .committee can help identify and
obtain materials used in industry and com-
pany training programs. Often teachers are
invited to industrial training programs br
seminars through advisory committee meet:,
ings.

stiliment which focuses on the specific questions
being addressed may need to be developed This
may not be necessary if the data for answeringihe
questions IS already available in a report or can be
obtairied by interviewing selected people. j

From this point, the committee may go through a
series of sub-processes such as drafting a tenta-
tive report, reviewing the report, formulating a final
report, and approving the final report. The writing
of specific sections may be handled by a subcom-
mittee of several members, with the rewrite and
editing being handled -by one person: The finll
draft is usually approved and signed by the com-
mittee chairperson and members. The final step
involves presenting it to the official policy or
decision-making body or person to whom-it is ad-
dressed. The chairperson or members of the
committee should beavailable to present and/or
discuss the content to the 'groups reviewing the
paper.,

2 To gain skill in program evaluation, you may wish to refer to Module
A-11, Evaluate Your Vocational Program
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I Optional
Actility

I Optional
lk Activity

%110

You may wish to arrange through your resource person to meet with a
teacher, a school ,adcriinistrator, or an advisory committee chairperson
experieued in maintaining an occupational advisory committee to dis-
cuss thel problems involved in, and the procedures for, maintaining an
existing occupational dtivisory committee. At this meeting, you could
examine and discuss an advisory committee handbook or Manual (if one
exists), copies of an annual program of work, and the minutes of one or
more of the meetings of an advisory committee.

You may wish to arrange through your resource person to attend d'gannual
and/or regular and/or special meeting of an existing occupational advisory
committee to observe the procedures followed andthe teacher's role in the
meetings. ti ,

You may wish to meet with your resource person and/or peers to further
discuss the information in the reading(s). At this meeting, you could7.-

1

share experiences any members of the group have had in working
with advisoFy committees
discuss further the specific assistance an advi'sory,committee in your
service area or occupational specialty could give you
generate a list of resource persons who might be helpful to the advi-
sory committee in performing its functions
further define the teacher'S responsibility in maintaining an advisory.
committee once iris operational

The following essay items check you recomprehensiolp of the material in the
information sheet, Maintaining an Existing Occupational Advisory Com-
mittee, pp. 21-.25. After reading the background information provided in
part I, respond to the items in part II. Each of the three items requires a short
essay-type tesponSe. please explain fully, but briefly.

Self- Check

I. Background Information:
You have been at Grant High School for three years, and the occupational advisory committee has
matured to a level where it is functioning effectively. For the past two years you have been helping the
advisory committee accomplish its goals. A new chairperson ties just been elected by the advisory
committeeTerry Turner. Terry has asked yomto review the role of the chairperson regarding the annual
program,of work, meeting agendas, and annual report. *.

4

II. Essay Items:
1. ter ry asks you, ''Why does the advisory committee need a long-range and annual program of work?"

What would you say?
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,

2. Terry wants to know how the agendas for each meeting are pIgnnea4low would you respond to this
question?

Wss.,

I

u

3. Finally, Terry asks,.1!Flow do recommendations of the advisory committee come to the attention of the
administration and board of education?"

t-

'

30

:



""(

Compare yotir written responses on part II of the Self-Check with the Model
Answers given below. Your responses need not exactly duplicate the
model ,responses; however, you should have covered the same major
ppints. .

MODEL ANSWERS
1. You should explain that the advisory committee

needs to know where it wants to go and how to
get there. The committee needs a long-range
program of work which will help the committee
focus upon its task. The long-range progr'amof
work the basis for planning the annual
program of work. This annual program of work
will help the committee identify what it wants to
do during the year. By planning, the committee
can be assured that it will have adequate time
and resources to accomplish these goals.

2. Terry will probably be glad to,know that you will_
help prepare the meeting agenda.'You and
Terry will meet several weeks prior to the actual
meeting. The annual program of work and min-
utes of previous meetings will help yOu identify t

items for the agenda. Usually, the executive
.

committee will suggest that the chairperson
approve the agenda, and that copies be distri-
buted to the members in advance of the com-
mittee meeting.

3. There a're official school channels through
which the advisory committee communicates
its recommendations tithe administration and
board of education. Copies of the minutes of
each meetinglsigned by the advisory commit-
tee, secretary, and/or chairperson) are normally
submitted to the school administration and

. then transmitted through channels to the board
of education. Other communications, such as
an annual report of the activities and recom-
mendations of the committee, may also be pre-
pared and submitted.

v 1 .
t

LEVEL OF PERFORMANCE: Your completed Self-check should have covered the same major points as
the model responses. If you missed some point or have questions about any additional points you
made, review the material,ini'the information-sheet,' Maintaining an Existing Occupational Advisory
Committee, pp. 21-25, or check with your resource person if necessary. ,

a
1
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Learning ExperienCe III
OVERVIEW

ow a hypothetical _teacher maintained
ittee, critiqua the, performance, of that

34 and writing a critique of the
=

evaluating your ci'mprittencyjn,critiquing the teacher's perfor-
rnancein rnaintaining an occupational advisory committee hy,comparing-
Our tomOlited critique with` the Model Critique; 35.,

s
Jr.

33
34.

.40



Activity

e
,

The following Case Study describes how one vocational teacher Werbt
airuf planning for and condubting the second meeting of a newly or-
ganized occypational advisory comfiittee. Read the situation described,
and critique in,writing the way.in which Mr. Rush prepared far and carried
ouZ -his responsibilities for this second meeting. Note the strengths and
WeaknesSes in his preparation and in his4ork with committee meml3ers'..

CASE STUDY

Response ti) the formation of an advisory corn-
,i mittee forMadden Rush's vocational program was

enthusiastic. Mr. Rush was pleased that all the
members who'had been invite serve on the
advisory committee had accepted 'nvitation
and had attended the first meeting.

.-t

It was now three weeks later, the day before the
second meeting. Letters and an agenda had gone
out to advisory committee members the previous
week, and Mr. Rush had reminded members of the
advisory meeting with a telephone call the night
befo're. All members had agaio indicated they
would be able to attend the Thursday meeting. The
Meeting was scheduled for 4.00 in the conference
room of the Clearview Valley Administration build-
ing.

The ad hoc committee assigned o form operat-
ing rules, or bylaws, for the advi ory committee
had been unable to meet the previ us week as two
of the three members could not c rriTt. Therefote,
the meeting was rescheduled for 3:30 on the day of
the advisory committee meeting.

- ..1

Mr. Rush had furnished the members of the ad-
visory committee with a sample set of bylaws. He
felt confident that the sample bylaws would be
adopted simply as a matter of course and that this
task could be easily accomplished in the 30 ,min-
utes, before the scheduled Meeting.

'Mr. Rush's last class ended at 3:15, so this al-
lowed time to reach.the Clearview Valley Adminis-
tration Building which was only five minutes driv-
ing time away. Mr-Rut left promptly at 3:20 with
the slide/tape present ion on his vocational pro-
gram, but traffic was heavy and he didn't get to the
Administration Building unti 5.*

The ad hoc members of the rules committee had
already arrived and evidently had been discussing
a section ofthe bylaws which indicated the teacher
would be an ex officio Member of the advisory
Committee. There had evidently been some heated

.

discussion between Mi. Al Wright and Ms. Susan
hilie on the bylaws. The other members of. the

committee began arriving about S:45, and, after
greeting the ad hoc committee members, they
Mile in an informal discussion of the bylaws.

N Ling that it was already'''"4:30 and the regular
mee ing had not begun, Mr. Rush suggested they
begi their regular meeting. As chairman,
brief I reviewed the first meeting and explained
that the ad/hoc rules committee had met just be-
fore the Meeting. I-fe then suggested the commit-
tee chairperson, Mr. Wright, read the proposed
bylaws with the changes agreed upon by. the
committee members. Mr. Wright read the bylaws iry

a monotone. The other members looked very
bored, butsome discussion did follow the reading.

Mr. Ru.sh then appoted an ad hoc committee to
prepare a .slate of candidates for the advisory
committee. After Mr. Rush expliined the rationale
for an advisory committee program of work, he
suggested some areas in which the committee
could assist. Discussion on the Proposed content'
of the program of work followed.

Some members felt a ca unity needs as-
sessment %es of primary impoRince, while others

-felt an in-depth evaluation of course content was
more imper.tant. Another member suggested that
they might-be performing a greater service by as-
sistin-g-the' teacher In studgit placement. An "ad
hoc committee was appoih, d to bring a proposed
program of Work before the group at the next meet-
ing.

Notihg that it was 5:30, Mr. Rush suggestedthey,
become more familiar with the vocational program
by viewing tpe slide/tapepresentation and visiting
the laboratdry. The slide/tape presentation lasted
20 minutes, and there were some questions oh the
presentation. At 6;00 thernembers left the Admin-
istration Building to view the vocational labora-
tories in the Clearview High School. The meeting
broke up about 6:30.
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1/4
Compare your completed written critique of the Case Study.with the Model-
Critique given below. Your response need not exactly duplicate the model
response; hoWever, you shoLild have _covered the same major points.

111

MODEL CRITIQUE
Rush`clid an effective job of notifying his

advisory Committee members by letter and with a
follpw-up telephone call. He included an agenda
for the meeting, which was helpful. However in-
cluding a copy of the proposed bylaws would have
shortenedithe meeting so their time togethercould
have been more productive. Rescheduling the ad

,,hoc rules committee meeting on a day before the
regular melting would have made this posSible

It would have been better ifplr. Rush had arrived
before his committee members.. In thig way, he
could have had the roorilset up with pencilsmtads,

,and other necessary materials. He would have also
been able to greet each of his committee mem-
berg.

His selection of a slide/tape pr6sentation de-
' scribing his program was a good choice tq. use

with a new achrsory committee However, Might
have been more effective to give the committee
members this orientation to the program and the
laborptory before they discussed the program of
work.

4

:Setting up an ad hoc committed to select candi
dates for advisory committee officers was a logical
choice for the second meeting. Setting up a com-
mittee to formulate,a program of work was also
good, although he maxreed to serve as a resource
person to this group.

This meeting, unfortunately, lagted for two and
one-hall hours fr most members, and three hours
for the ad hoc committee. It is suggested that these
meetings be no longer- than one and one-half
tours. He may have been able to save time by
scheduling the meeting in his classroom or inlhe
same building as his laboratory. Time would also
have been saved if the ad hoc committee had
met earlier and their recomm ions been sent
to the respective -committ m ers. starting
punctually at 4:00 wpul also have saved time.
Keeping advisory com tee Members into a meal
houryvithout providing a Meal should be avoided.

'Setting a regular date for future meetings should
haw been done at this meeting if this was not
accomplished at the first meeting. It would have
been -wise to remind committee members of the
next meeting date before the meeting broke up.

LEVEL OF PERFORMANCE: Your completed critique should have covered the same major points as the
model response. If you missed some pol\nts or have questions about any additional points you made,
review the material in the information sheet, Maintaining a Newly Organized or Reorganized Occupa-
tional Advis9ry Committee, pp. 6-13, or Check With your resource person if n,ecessary.
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Learning Experience
FINAL EXPERIENCE

1

-yrri
hile working in en actual school situation,* maintain an occupatiohal

advidory committee.

While working with either a newly orgtzed (or reorganized) or existing/
/occupational advisory committee, assist members in maintaining the

smooth and effective operation of the.cdmmiftee. This will include '
orienting new members to their role and function
assisting the committee in planning and carrying out the annual
program of work
planning and conducting'the initial meetings of the committee, and/or

. assisting in the arrangements and planning for regular and special
meetings
ensuring continuing communication between the committee and ttie
school administration

NOTE: Dueto the nature of this experience, you will need to have access
to an actual school situation over an extended period of time.

0
,

As you complete each of the above activities, clOcument your actons.(in
writing, on tape, through a log) for assessment purposes.

Skill in planning and conduct
(or reorganized) advisory co
the committee. However, it isq
to perform this function (e.g
the previous teacher, an
In this case, the items o
applicable to yousitu

9 the initial meetings of-a-newly organizeg.
ittee is an important aspect of maintaining

cognized that it may not be possible for you
f these meetings have already been held by

u are working with a functioning committee).
the TPAF relative to the initial meetings will not be

tion.

Arrange in advance to have your resource person review your documenta-
tion and, if popAibl rve at least one instance in which you are working
With the committee serving as temporary chairperson for an initial
meeting).

Your total competency wi assessed by your resource person, using the
Teacher Performance Assessment Form, pp. 39-40.

Based upon the criteria specified in this assessment instrument, your
resource poison wiirdetermine whether you are competent in maintaining
an occupational advisory Committee.

/--
For'a definition of "actual school situation, see the inside back cover
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TEACHER PERFORMANCE ASSESSMENT FORM
Maintain an Occupational Advisory Committee (A-5)

Directions: Indicate the level of the teacher's accomplishment by placing
an X in the appropriate box under the LEVEL OF PERFORMANCE heading.
If, Iggcause.Of special circumstances, a perforrrPanie componerrt was not
apeircable, or impossible to execute, place an X in the N/A box.

Date

Resource Person

a

'n planriin and conducting the initial meetings of the advi- .
sory co mittee, the teacher: El E Er DI1. planned the agendas for the initial meetings .0.2.

. , .. - .
4 6

,2. mailed invitations, agendas, and necesearyThaterials in ..
_

advance' of the meetings to members, ex officio mem- 1-71 . 0 El
bers, and guests

LEVEL OF PERFORMANCE

_ la
3. provided necessary `materials (paper, pencils, agendas,

list of members, file-folders, file space, etc.) to members
at meetings .., . 11El :1::::1

. -

4. served as temporary chair son for the iftmeeti 111 As El
5. conducted the meetings in a usinesslike manner .*... -0- -El .

____---

e.° introduced-members to eac ther 0 .1:1 -- 0
7. provided opportunity for rmal Social exchanges 11) El ..

ji. guided'the committee iqidegeloping and adopting a set
of operating rule's ..-- . El a.0

. .
9. guided the committee in electing a chairperson- and

. Ill 11 Elother officers specified in the operating rulesifd th ti l ,

ql,
a

.
1D. provided background information on vocational riro-

.
gram objectives and activities

. -

1:1 . 0 El E--E] El.
.

11. 'assisted the committee in identifying major concerns 1:1,.. SF 0needing attention of the corprriittee
, . i "

... :
12. assisted the committee inplanning the annual program

(
iiii00

of wqrk

13. gradually transferred leadership from himself/herself to ri n aL.E]
the committee - LI
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After the advisory committee was operational, the teacher:
14. assist' d the committee in planning the annual program

of wor

15. met with the airperson before each meeting (regular
and special) to h plan the agenda

16. arranged to have school facilitiesroom, file space, re:
fresh ments, duplication services, supplies, etc.) available
for committee meetings

X17. mailed notices, agendas, and necessary materials to
members in adIficce of the meetings

18. acted as a consultant to committee members

19. maintained close cominunication between the commit-
tee arid the school administration

20. assisted members in producing a handbook to orient
new members and officers to their role and functions
(optional)

21. provided members tvith information about vocational
program activities and accomplishments to aid them in
carrying out their activities

22, assisted the Cominittee in preparing minutes of their
meetings and other reports, as appropriate

4

-

0 00
b

C.(t)

0
C,4).

El O. EI

Ell 111

.
El El 11,

LEVEL OF PERFOqMANCE: All items must receive N/A, GOOD, or EXCELLENT responses.Tra item
receives a NONE, POOR, or FAIR response, the teacher and resource person should meet to deter ne
what additional activities the teacher needs to complete in order to reach competency in the week
area(s).
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ABOUT UgING.THE CENTER'-S1213Tg
MODULES

Organization
Each module is designed to help you gain competency
in a particular skill area considered important to teach-
ing success. A module is made up of a series of learnin'g
experiences, some providing background information,
some providing practice experiences, and others com-
bining these twQ functions. Completing these experi-
ences should enable you to achieve the terminal objec-
tive in the final learning experience. The final experience
in each module always requires you to demonstrate the
skill in an actual school situation when you are an intern,
a student teacher, or an inservice teacher.

Procedures
Modules are designed to aIloW you to individualize your
teacher education program. You need to take only those
modules covering skills whickyou do not already pos-
sess. Similarly, you need not complete any learning ex-
perience within a module if you already have the skill
needed to complete it. Therefore, before taking any
module, you should carefully review (1) the Introduction,
(2) the Objectives listed on p. 4, (3) the Overviews pre:
ceding each learning experience, and (4) the Final Ex-
perience. After comparing your present needs and com-
petencies with the information you have read in these
sections, you should be ready to make one of the follow-
ing decisions:

that you do not have the competencies indicated,
and should complete the entire module
that you are competent in one or more of the en-
abling objectives leading to the final learning ex-
perience, anddhus can omit that (those) learning
experience(s)
that you are already competent in this area, and
ready to complete the final learning experience in
order to "test out"
that the module is inappropriare to your needs at

. this time
When you are ready to take the final learning experience
and have access to an actual school situation, make the
necessary arrangements with your resource person. If
you do not complete the final experience successfully,
meet with your resource person and arrange (1) to re-
peat the experience, or (2) complete (or review) previous
sections of the module or other related activities
suggested by your resource person before attempting to
repeat the final experience.
Options for redycling are also available in each of the
learning experiences preceding the final experience.
Any time you do not meet the-mininwm level of perfor-
mance required to meet an objective, you and your re-
source person may meet to select activities to tielp you
reach competency. This could involve (1) completing
parts of the module previously skipped; (2) repeating
activities; (3) reading supplementary resourceSor.com-
pleting additional activities suggested by the resource
per:son; (4) designing your own learning experience; oc
($) completing some other activity suggested by you or
your resource person.

Terminology
Actual School Situation ... refers to a situation in
which you are actually working with, and responsible
for, secondary or post-secondary vocational students in
a real school. An intern, a student teacher, or an in-
service teacher would be functioning in an actual school
situation. If you do not have access to an actual school
situation when you are taking the module, you can com-
piete the module upto the final learning experience You
would then do the final learning experience later; i.e.,
when you have access to an actual school situation.
Alternate Activity or Feedback ... refers to an item or
feedback device which may substitute for required
items which, due to special circumstances, you are un-
able to Complete.
Occupational Specialty ... refers to a specific area of
preparation within a vocational service area (e.g., the
service area Trade and Industrial Education includes
occupational specialties such as automobile me-
chanics, welding, and electricity)
Optional Activity or Feedback ... refers to an item
which is not required, but which is designed to supple-
ment and enrich the required items in a learning experi-
ence.
Resource Person ... refers to the person in charge of
your educational program, the professor, instructor,
administrator, supervisor, or cooperating/supervising/
classroom teacher who is guiding you in taking this
module.
Student ... refers to the person who is enrolled and
receiving instruction in a secondary or post-secondary
educational institution.
Vocational Service Area . . . refers to a major vocational
field. agricultural education, business and office educa-
tion, distributive education, healtrroccupationseduca-
bon, horne economics education, industrial arts edu-
cation, technical education, or trade and industrial edu-
cation
You or the Teacher ... refers to the person who is tak-.
ing the module..

Levels of Performance for Final Assessment

N/A ... The criterion was nal met became itiWas not
applicable to the situation.
)None . No attempt w'as made to meet the criterion,
although it was relevant. '
Poor ... The teacher is linable to petform this skill or
has only very limited ability to perfoft it.
Fair ... . The teache,r is unable to perform this skill in an
acceptable manner, but has some ability to perform it.
Gpod . The teacher is able to perform this skill in an
effective manner.
Excellent ... The teacher is able to perform this skill in a
very effective manner.
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Titles of The Center's
Performance-Based Teacher Education Modules

Category A: Program Pl!nnlitg, Development, and Evaluation
A-1 Prepare for i"ebmmunity.Survey
A-2 Conduct a Community Survey
A-3 . Report the Findings of a Community Survey
A-4 Organize an Occupational Advidory Committee.
A-1 Maintain an Occupational Advisory Committee
A-6 Develop Program Goals and Objectives
A-7 Conduct arreccupational Analysis
A-8 Develop a Course of Study
A-9 j:ievelop Long-Range Program Plans
A-10 , Conduct a Student Follow-Up Study
A-1I Valuate Your Vocational Program

Category B: Instructional Planning,
B-1 Determine Needs and Interests of Students
B-2 Develop Studenf Performance Objectives
B-3 Develop a Unit of Instruction
13-4 Develop a Lesson Plari
9-5 Select Student Instructional Materials
B-6 Prepare Teacher-Made Instructional Materials

Calegory C: Instructional Execution
C-1 Direct Field Tnps
C-2 Conduct Group Discussions, Panel' Discussions" and

Symposiums
C-3 " Employ Brainstorming, Buzz Group, and Question Box

Techniques
C-4 Direct Students in Instructing Other Students
C-5 Employ Simulation Techniques
C-6 Guide Student Study
C-7 Pirect Student Laboratory Experience
C-8 Direct Students in Applying Problem-Solving Techniquei
C-9 Employ the Project Method e,
C-10 Introduce a Lesson
C-11 Summarize a Lessim
C-12 Employ Oral Questioning Techniques
C-13 Employ Reinforcement Techniques--
C-14 Provide Instruction for Slower and More Capable Learners
C-15 1,ftent an illustrated Talk
C-16 Demonstrate a Manipulative Skill
C-17 Demonstrate a Concept or Principle
C-18 Individualize Instruction
C-19 Employ the Team Teaching Apprbach
C-20 U* Subjebt Matter Experts to Present Information
C-21 Prepare Bulletin Boards and Exhibits
C-22 Prssent Information with Models, Real Objects, and Flannel

Boards
C-23 Present Information with Overhead and Opaque Materials
C-24 Present Information with Filmstrips and Slides
C-25 Present Information with Films
C-26 Present information with Audio Recordings
C-27 present Information with Televised and Videotaped Materials
C-28 Employ'Programrrted Instruction
C-29 Present Information with the Chalkboard and Flip Chart

Category D: Menuctional Evaluation

0-1 Eirtablish Student Performance Criteria
D-2 Assess Student Performance: Knowledge
D-3 Auer Zts..dent Performance: Attitudes
D-4 Assist S'urient Performance: Skills
D-5 Dsterni Student Grades
44 Evaluate Your Instructional Effectivenedi

Category E: Instructional Management
E-1 Project Instructional Resource Needs
E-2 Manage Your Budgeting and Reporting Responsibilities
E-3 Arrange for Improvement of Your Vocational Facilities
E-4 Maintain a Filing System

E-5 Provide for Student Safety
E-6 Provide for the First Aid Needs of Students
E-7 Assist Students in Developing Self-Discipline
E-8 Organize the Vocational Laboratory
E-9 Manage the Vocational Laboratory

Categoric F: Guidance
F-1 Gather Student Data Using Formal Data-Collection Techniques
F-2 Gather Student Data Through Personal Contacts
F-3 Use Conferences to Help Meet Student Needs
F-4 Provide Information on Educational and Career Opportunities
F-5 Assist Students in Applying for Employment oeturther Education

Categoric 0: School-Community Relations
G-1 Develop a School-Community Relations Plan for Your Vocational

Program
G-2 Give Presentations tb Promote Your Vocational Program
G-3 Develop BrOchures to Promote Your Vocational Program
G-4 Prepare Displays to Promote Your Vocational Program
6-5 Prepare News Releases and Articles Concerning Your Vocational

Program
G-6 Arrange for Television and RadioPresentations Concerning Your

Vocational Program
G-7 Conduct an Open House /
Gl Work with Members of the Community.
G-9 Work with State and Local Educators .
G-10 Obtain Feedback about Your VocationarPrograrn,

Categoric H: Student Vocational Organization
11-1 Develop a Personal Philosophy Concerning Student Vocational

Organizations
+1-2 'Establish a Student Vocational Organization .
11-3 Prepare'Student Vocational Organdation Members for

Leadership Roles
H-4 Assist Student Vocational Organization Members in Developing

° and Financing a Yearly Program of Activities
11 -5 Supervise Activities of the Student Vocational 0 awation
H-6 Guide Participation in Student Vocational Organizetiontests
.Category I: Professional Rol* and Development
1-1 , Keep Up-to-Date Profeasionally
1-2 Serve Your Teaching Profession
1-3 Develop an Active Personal Philosophy of Education.
1-4 Serve the School'and Community '
1-5 Obtain a Suitable Teaching Position
1-6 Provide Laboratory Experiences for Prospective Teachers
1-7 Plan the Student Teaching Experience
1-8 Supervise Student Teachers

Categoiy J:Coordlnatlon of Cooperative Education
J-1' Establish Guidelines for Your Cooperative Vocational Program
J-2 Mahagp the Attendance, Transfers, and Terminations of Co-Op

.. - Students
J-3 Enroll Students in Your Co-Op Program
J-4 Secure Training Stations for Your Co-Op Program
J-5 Place Co-Op Students on the Job
J-6 lop the Training Ability of On-the-Job Instructors
J-7 rdinate On-the-Job Instruction
'J-8 aluate Coop Students' On-the-Job Performance
J-9 Prepare for Students' Related Instruction
J-10 Supervise an Employer-Employee Appreciation Event ,

RELATED PUSUCAT1ONS
Student Guide to Using Performance-Based Teacher Education

Materials
Resource Person Guide to Using Performance-Based Teacher

Education Materials
Guide to the Implementation of Perfo4ance-Based Teacher Education

For Information regard14 availability and prices of these materials contact

AAV IM
American Association for VoCational Instructit?nal Materials

120 Engineering Center Athens, Georgia 30602 (404) 542-2586


